Volume  n,  Number  24 


If  you  listen  to  people,  you've  probably  heard  a  raft  of  complaints 
about  slipshod  work,  errors,  merchandise  that  doesn't  hold  up,  and 
attitudes  in  business  that  range  from  indifferent  to  downright 
insolent.  You  may  have  a  list  of  complaints  yourself. 

Suffering  from  others'  mistakes  and  carelessness  might  serve  some 
good:  It  should  remind  us  to  do  the  best  we  can  in  our  jobs.  It  is 
up  to  us  to  check  our  work,  so  that  we  cause  others  no  inconveni¬ 
ence  or  annoyance,  and  so  that  we  can  be  proud  of  what  we  do. 
No  matter  how  trivial  a  task  seems,  it  is  worth  doing  well.  All 
assignments  count  in  our  total  performance,  not  just  those  we 
enjoy.  As  a  speaker  once  said,  "Som.e  people  get  prestige  from 
a  job  you  might  not  like,  but  they  have  the  forgotten  notion  of 
excellence.  They  take  pride  in  doing  an  excellent  job." 

Other  ways  to  revive  the  forgotten  notion  of  excellence  include 
commending  those  who  do  good  work.  People  want  recognition;  it 
is  an  incentive  to  do  better.  Some  organizations  make  this  easy.  For 
example,  an  airline  gives  passengers  a  form  for  comments,  sugges¬ 
tions,  and  naming  any  individual  who  has  "rendered  outstanding 
service."  An  Indiana  Toll  way  concessionaire  provides  post  cards 
for  customers'  remarks.  Even  if  no  form  is  supplied,  it  takes  only  a 
few  minutes  to  write  a  note  complimenting  someone's  good  service. 

Standards  also  can  be  raised  if  we  point  out  substandard  work 
or  service.  The  supervisor  who  accepts  poor  work  is  as  much  to 
blame  as  the  person  who  did  the  job.  A  customer  who  doesn't 
protest  shoddy  merchandise  or  snippy  remarks  may  think  he  is 
being  a  good  sport.  He's  not.  The  easy  mark  is  fostering  inferior 
work,  and  he  makes  it  harder  for  those  who  insist  upon  guality, 
accuracy,  and  thoroughness. 

Let's  do  what  we  can  to  bring  the  forgotten  notion  of  excellence 
back  to  life.  We'll  all  benefit  from  higher  standards  and  the 
satisfaction  and  pride  that  come  from  meeting  them. 

*(or  thereabouts!) 
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Restlessness  is  discontent -and  discontent 


Office  Woman  of  the  Month — 

Believes  Education  Never  Stops 

"Target — Education"  was 
the  title  of  a  panel  on  which 
Miss  Helen  Balkwilfappeared 
at  the  recent  Great  Lakes 
District  Conference  of  The 
National  Secretaries  Associa¬ 
tion  (International)  in  Toledo, 

Ohio.  Vice  president  of  the 
Canadian  Division,  Helen  de-  V ■ 

scribed  the  "Trans-Canada  '' 

Seminar"  she  created  to  help 
chapters  present  good  educational  programs. 

Helen  is  secretary  to  Mr.  Fred  W.  Martin,  Windsor 
manager  of  William  M.  Mercer  Limited,  consulting 
actuaries.  This  is  a  division  of  Marsh  &  McLennan,  a 
United  States  firm.  Employed  there  six  years,  she 
composes  letters,  handles  confidential  records  and 
files,  does  computations,  keeps  a  specialized  filing 
system,  and  acts  as  receptionist. 

Before  that,  Helen  worked  in  Leamington,  Ontario, 
for  years  as  assistant  to  the  office  manager- 
accountant  in  a  wholesale  nursery.  She  handled 
accounts  receivable,  correspondence,  invoices,  plus 
receptionist  and  switchboard  duties  for  a  time. 

Previously,  she  spent  five  years  in  a  one-girl 
office  for  an  automobile  agency  and  electrical  appli¬ 
ance  shop  in  Kingsville.  "That  was  a  real  education." 
The  business  closed  when  the  owner  died. 

For  several  years,  Helen  worked  part-time  as  a 
clerk-typist  for  the  Jack  Miner  Migratory  Bird  Founda¬ 
tion  in  Kingsville.  She  also  spent  one  summer  as 
forelady  of  a  corn-topping  crew  of  25  teenage  girls  for 
a  hybrid  corn  producer — she  was  a  teenager  herself. 

Helen  went  to  school  in  Kingsville  and  attended 
Leamington  Business  College,  mostly  at  nights,  for 
5  years,  with  emphasis  on  bookkeeping.  She  took 
speedwriting  at  Bulmer  Business  College,  to  prepare 
for  NSA's  CPS  exam,  which  reguires  some  form  of 
shorthand  or  note-taking,  and  has  passed  five  of  the  six 
sections  of  the  Certified  Professional  Secretary  exam. 

Now,  she  is  working  on  a  certificate  of  business 
administration  at  Assumption  University.  Having 
studied  business,  economics,  and  accounting,  she  is 
taking  commercial  law.  Next  year,  she  will  study  in¬ 
vestments  and  personnel  management  or  marketing. 

She  joined  Windsor  Chapter  of  NSA  in  June  1957 
and  attended  its  study  courses  for  four  years.  In  1958, 
Helen  served  on  the  program  committee.  In  1959,  she 
was  on  the  Canadian  Division  publicity  committee 
and  was  her  chapter's  Secretary-of-the-Year.  She 
became  Canadian  Division  vice  president  in  1960 
and  was  reelected  in  1961. 

Her  officer  duties  take  two  nights  a  week,  and  she 


has  written  an  average  of  20  letters  a  week  in  this 
connection.  When  she  compiled  the  "Trans-Canada 
Seminar,"  a  package  of  program  material  including 
a  guiz  on  NSA  chapter  and  division  bylaws,  she  de¬ 
voted  four  nights  a  week  to  the  project  for  six  weeks. 

Helen  has  an  apartment  in  Windsor,  spends  week¬ 
ends  in  her  hometown  30  miles  away.  She  likes 
gardening  and  is  proud  of  her  iris  and  roses.  Other 
hobbies  include  reading — "especially  all  the  new 
plays” — color  photography,  and  cooking.  A  box  full 
of  red  ribbons  proves  her  culinary  skill.  Helen  enjoys 
taking  slides  of  vacation  spots,  landscapes,  and  flow¬ 
ers.  Recently,  her  brother-in-law  took  her  up  in  a 
small  plane  to  shoot  the  fall  color  around  Windsor. 

One  of  her  proudest  accomplishments  is  being 
secretary  to  the  Membership  Committee  of  the 
Windsor  YMCA-YWCA.  Helen  takes  the  minutes  and 
prepares  them  for  distribution  to  the  Board  of  Di¬ 
rectors  and  other  committees.  Since  the  Board  is 
made  up  of  high-ranking  officials  in  local  business 
and  industry,  Helen  strives  to  make  the  membership 
minutes  "an  example  of  what  a  good  secretary  can 
produce." 

How  to  Make  the  Most  of  Accessories 

By  Marjorie  E.  Hicks  ►  ' 

Accessories  can  make  an  outfit  or  stretch  a  ward¬ 
robe,  as  any  smart  woman  knows.  The  key  to  making 
the  most  of  accessories  is  to  use  discrimination  in 
buying  them  and  care  and  restraint  in  wearing  them. 

Accessories  should  be  used  to  set  off  your  outfit, 
but  should  never  distract  attention  from  the  overall 
effect  you  are  trying  to  achieve. 

If  you  choose  basic  colors  and  styles  when  buying 
accessories,  you  can  get  along  with  fewer  purses, 
shoes,  and  other  items.  You  will  need  at  least  one 
pair  of  black  shoes,  with  matching  purse,  and  hat  and 
gloves  which  match  or  coordinate.  Brown  and  tan 
are  other  basic  colors  in  which  you  may  want  to  invest 
as  you  build  up  your  accessory  wardrobe. 

Concentrate  on  guality,  especially  in  such  impor¬ 
tant  items  as  shoes  and  handbags.  Three  pairs  of  good 
quality  shoes  are  better  than  a  dozen  cheap  pairs.  By 
avoiding  excess  frills  on  shoes  and  bags,  you'll  find 
that  they  will  go  with  more  of  the  clothes  in  your 
wardrobe.  Leather  is  best  for  handbags  and  will  last 
much  longer  than  any  substitute.  Consider  your  size 
and  build;  a  huge  handbag  will  dwarf  you  if  you  are 
tiny  and  may  emphasize  width  if  you  are  plump. 

Hats  should  be  chosen  to  go  with  your  shoes  and 
bag  as  well  as  with  the  coat,  suit,  or  dress  with  which 
you'll  wear  them.  Select  the  shape  and  size  that  will 
be  most  flattering  to  your  face  and  hairdo. 

Belts  must  go  with  the  dress  or  skirt  with  which 
they  are  to  be  worn,  but  you'll  get  the  best  effect  if 
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they  also  match  or  harmonize  with  your  shoes  and 
other  accessories. 

An  assortment  of  scarves  in  black,  white,  and  be¬ 
coming  colors  is  handy  for  accenting  simple  dresses 
and  outfits. 

Costume  jewelry  can  be  a  pretty  addition  to  any 
ensemble,  but  should  not  be  overdone.  Keep  costume 
jewelry  tasteful  and  simple — and  for  office  wear, 
nothing  jangly,  please.  Start  with  basic  items  such  as 
a  string  of  pearls,  a  few  simple  pins  and  pairs  of  ear¬ 
rings  in  gold  and  silver.  The  gray-haired  woman  will 
find  gold  jewelry  more  flattering  than  silver. 

Try  on  costume  jewelry  to  be  sure  it  is  becoming 
and  in  proportion  to  your  size.  If  your  face  is  round, 
circular  earrings  will  accentuate  this  shape.  A  small 
drop  earring  would  be  more  flattering.  The  dramatic 
type  can  wear  striking  jewelry  that  would  overpower 
a  timid  or  petite  woman. 

Unless  you  are  wearing  a  set,  one  piece  of  costume 
jewelry  is  sufficient.  No  matter  how  chic  that  bracelet 
is  or  how  pretty  those  earrings  are,  unless  they  defi¬ 
nitely  go  together,  they  won't  do  a  thing  for  each 
other — or  for  you. 

If  you  sew,  try  this  for  a  coordinated  look:  Make  a 
drawstring  bag  or  a  simple  hat  or  hood  from  material 
left  over  from  a  dress  or  skirt. 

In  buying  and  wearing  accessories,  consider  your 
personality  as  well  as  your  face  and  figure.  Plan  your 
accessories  as  you  plan  the  rest  of  your  wardrobe, 
and  you  can  have  the  right  ones  to  set  off  any  costume 
for  that  tasteful,  coordinated  look. 


Uses  Initiative  to  Create  New  Job 

Readers  who  foresee  mergers  or  reorganizations 
coming  in  their  companies,  and  others  who  look  for 
a  change  of  pace,  should  be  interested  in  one 
woman's  idea.  Miss  Fleming's  letter  printed  below 
won  honorable  mention  in  the  recent  Bulletin  contest 
on  showing  initiative: 


One- Woman  Clearinghouse 

Due  to  several  reorganization  programs  in  our 
office,  some  people  were  moved  into  different 
positions.  I  was  among  this  group.  Our  company 
is  strictly  a  "mian's  world,"  as  the  products  are 
of  a  chemical  and  technical  nature,  reguiring 
chemical  and  engineering  background  and 
training  to  handle  them.  My  experience  had 
been  in  secretarial  and  personnel  work. 

With  this  new  situation,  I  set  about  to  gather 
as  much  information  as  possible  about  the  prod¬ 
ucts,  sales  channels,  plant  locations,  and  the 
products  manufactured  at  each  plant.  I  familiar¬ 
ized  myself  with  the  names  of  all  persons  from 
top  echelon  down  and  about  company  policy, 
which  is  so  important  when  meeting  the  public. 

Today,  I  am  filling  a  position  the  need  for 
which  was  not  foreseen  at  the  time  of  reorgani¬ 
zation:  Telephone  inguiries  are  placed  on  my 
telephone,  and  I  have  become  the  "clearing¬ 
house"  for  the  calls  which  sometimes  number 
25  or  more  a  day.  I  am  happy  in  directing  each 
caller  to  the  proper  person  or  obtaining  the  in¬ 
formation  desired.  There  is  a  wealth  of  satisfac¬ 
tion  in  knowing  that  I  am  doing  a  real  service 
to  my  employer  as  well  as  to  the  customer,  by 
using  my  initiative. 

— Elizabeth  W.  Fleming 

Marketing  engineering  services 
National  Carbon  Company 

_ _ _ 

A  Super-Duper  Blooper 

The  following  letter  won  honorable  mention  in  the 
Bulletin  contest  on  embarrassing  moments.  Although 
it  pays  to  take  precautions,  this  former  teller  pulled 
a  boner — but  her  tale  has  a  happy  ending. 

Check  and  Double  Check 

I  had  gone  to  work  in  an  out-of-tov/n  bank, 
after  14  years  in  a  local  one.  Having  spent  a 
month  in  the  accounting  department  to  learn 
the  customers'  names  and  accounts,  I  was  ad¬ 
vanced  to  teller. 

One  day,  an  old  man  came  to  my  window 
with  a  cattle  check  for  $4,000.  He  wanted  to 
deposit  $3,500  and  get  $500  in  cash.  The  man 


was  poorly  dressed;  you'd  wonder  if  he  had  a 
dime.  I  checked  the  endorsement  and  went  to 
the  ledger  to  see  if  we  had  the  account.  Much 
to  my  surprise,  I  found  that  he  had  $10,000  in 
his  checking  account.  My  next  thought  was;  Is 
he  the  right  man? 

When  I  returned,  the  old  man  winked  at  the 
next  teller  and  asked  me,  "Do  you  think  I  am 
good  for  the  $500?"  My  face  turned  red,  and 
I  was  most  embarrassed.  However,  he  said,  "Just 
take  a  good  look  at  me,  so  you'll  know  me  the 
next  time."  He  then  complimented  me  for  check¬ 
ing  on  him  before  handing  out  the  cash. 

Later,  I  found  that  he  also  had  certificates  of 
deposit  and  was  one  of  the  bank's  largest  stock¬ 
holders.  Believe  me,  I  never  forgot  this  man. 

— Elizabeth  Overhiser 

Secretary  to  the  controller 
Roots-Connersville  Blower 


is  not  in  at  the  moment.  We  expect  him  back  at 
(whatever  time  he  has  indicated).  May  I  have  him 
call  you  when  he  returns?" 

We  take  messages,  but  they're  few  in  number.  This 
wording  also  keeps  further  discussion  at  a  minimum 
and  means  we  can  end  the  call  quickly  and  easily. 
— Eileen  Warburton 

Author  of  "The  Calf  Path" 

"The  Calf  Path,"  which  you  included  recently, 
with  "author  unknown,"  was  written  by  Sam  Walter 
Foss,  American  poet.  He  also  wrote  the  famous  hne, 
"Let  me  live  in  my  house  by  the  side  of  the  road  .  .  .," 
and  another  poem  about  a  path,  "The  path  that  leads 
to  a  loaf  of  bread  .  .  ." 

The  reason  I  am  so  smart  is  that  the  above  informa¬ 
tion  is  in  "Bartlett's  Quotations."  You  should  have  one 
on  your  desk. — Howard  Dana  Shaw 

Fire  When  Ready 


The  Mailbag 

In  the  Red 

Here's  a  suggestion  for  typists  who  use  red  and 
black  ribbon  and  type  many  Ditto  masters.  Type  the 
Ditto  master  with  red  ribbon;  save  the  black  part  for 
other  work.  The  red  half  is  seldom  worn  as  much  as 
the  black  when  the  ribbon  needs  to  be  replaced. 
— Geraldine  F.  Thompson 

Turn  the  Tables 

How  do  you  handle  a  snide  remark  made  by  a  co¬ 
worker  in  an  attempt  to  provoke  anger? — A.  B. 

By  doing  anything  except  losing  your  temper.  You 
can  either  pretend  you  didn't  hear  the  remark;  ask 
the  person  innocently  and  smilingly,  "What  did  you 
say?" — several  timies,  until  she  gets  angry  about 
having  to  repeat  it;  or  do  as  a  friend  of  mine  does: 
She  laughs  and  says,  "Jessie,  you're  a  card!" 

Cut  Phone  Calls  Short 


Might  I  direct  a  shot  toward  your  mailbag?  My  aim 
is  toward  the  girl  who  wears  a  girdle  that's  too  small, 
so  she's  always  walking  around  pulling  on  same,  both 
front  and  back.  Also  at  the  girl  who  doesn't  wear  a 
girdle  but  rolls  her  stockings  just  above  the  knee, 
which  is  a  very  disgusting  sight,  particularly  with 
today's  short  dresses. — Ashley  Hill 

Person-to-Person 

Please  explain  the  suggestion  in  "Twelve  Ways  to 
Whittle  Telephone  Bills,"  i.e.,  "When  placing  long¬ 
distance  calls,  make  them  person-to-person."  How 
will  person-to-person  calls  whittle  the  phone  bill, 
when  they  cost  more? — J.  M.  J. 

We  should  have  clarified  this:  If  you  wish  to  speak 
to  a  certain  individual,  a  person-to-person  call  is 
cheaper.  The  charge  doesn't  start  until  you  contact 
the  particular  person;  if  he's  not  there,  no  charge  is 
made.  On  a  station-to-station  call,  the  charge  starts 
when  the  number  is  reached  and  you  are  charged  for 
the  call  whether  the  wanted  party  is  there  or  not. 


Re  answering  the  phone  for  the  boss:  Whenever 
the  boss  can't  talk  on  the  telephone,  we  find  that  the 
best  way  to  answer  his  line  is  as  follows:  "Mr.  Lewis 


Sincerely, 


Marilyn  French,  Editor 
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